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emoval Support (Funded) [ ] Site Inspections { ] Contingency Planning {1
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______ DISK COPY OFDP ___EPA,__ TM, __ BR,__ Y OVERALLSITE SAFETY PLAN (HASP)
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______ HISTORIC RPTS./BACKGROUND, Y— o _DISKCOPYOSCREPORT __EPA,__ TM,__ BR,__
______ PRP/STATE REPORTS 6 FEDERAL RECORDS CENTER TRANSMITTAL AND RECEIPT LIST'
______ DEED AND TITLE (D&T) PROCUREMENT (Include same as lab sub.) ;~4 I _Z POLREPS
_____ ' COPY OF D&T REPORT (Original to EPA under separate cover) Y RECORDSOF COMMUNICATION
% e [ OTHER PROCUREMENT (Include same as lab subeenwmactfl L~ MEDIA ARTICLES
Y o ____\”  SAMPLING QA/QC WORK PLAN N _\/ _COPYOFLOGBOOK (Original in Dallas START only)
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______ OIL AND HAZARDOUS MATERIALS SPILL INVESTIGATION FORM o ___COPYOFSAMPLING QA/QC WORK PLAN (Dallss QA0)
______ HAZARDOUS AIR RELEASE INVESTIGATION FORM ' . PROJECT DESCRIPTION (Original and 2 copics)
______ FRP/SPCC FIELD CHECKLIST ~”, s/ __ DISKCOPY OF FRCTR LIST (Dallss only)
______ FRP/SPCC/EPCRA REPORT/DRAFT LETTER N sz LOGBOOK AUDIT FORM (Original plus 4 copics)
______ SACM CHECKLIST o NON-CLP TRACKING FORM, EACH LAB (Original plus 4 copics)
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SITE FILE by 6 S\0W \/MD\
RAW ANALYTICAL DATA

ORIGINAL DEED AND TITLE DOCUMENTS
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FILE ORGANIZATION CHART

START EPA
BR DAL ™ FILE OTHER
ITEM' Manila Folder Brown Folder 2 Brown Folder ? Brown Folder* | Brown Folder
Top Prong Side Prong Side Prong Side Prong Side Prong
Left Side® Right Side Other Left Side® | Right Side Loose Right Side Right Side Right Side
TDD Target Copy (on top of -—- --- Original (on -— -- = -—
Cover Page - report) top of report)
Text, tables, Copy - -- Copy - Copy Original Copy
figures, -
attachments *
Photos - Original photos -- - Copy - Original Original Copy
and negatives
File Inventory Copy - - Original -— - - -—- -
. clipped *
Electronic Copy | Bound (in - - - - - - - -
envelope)
Log Book Audit | Copy - Copies: PD, - - Original (marked - - -
PM, OM, QA QAO)
) File
Non-CLP Copy -— Copies: PD, Copy -- Original (marked - -- -
Tracking Form OM, Project clipped * QAO)
Chemist, PM
H&S Plan Copy - - Copy - Original (marked - - -
clipped * - | Buffalo)
Logbook - (Attachment in - -— (Attachment | Original (Attachment in (Attachment in (Attachment in
report) in report) report) report) report)
QA/QC Work - _ (Attachment in - — (Attachment | Copy (marked (Attachment in (Original Attach. (Attachment in
Plan report) in report) QAO) report) to report) report)
Project - Copy -— Copies: PM, - - - - - -
Description OM, Original
to Buffalo’

Removal Site --- --- - - -— - --- In brown -
File * accordion folder

Notes:

W N —

Items are presented in the order they are to be included in the file.
If the report (one set) requires more then 2 brown folders use blue folders.

For removal reports, the attachments vary depending on who the deliverable is intended for (see report writing guidance document). Photographs are bound separately
in a large 2 side prong blue or red folder when a site file is created.

Individual files should be loose in manila folder and hand labeled, exactly how listed on FRCTR List including dates. All bindings (staples, clips, etc.) must be

removed.

Use 2 small binder clips at top of file. All other items are bound under folder prongs.
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